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CORRESPONDENCE PRODUCTION CHART 
(Work Sheet) 


TYPE OF ACTION 

MON 

TUBS 

WED 

THTJRS 

FRI 

WEEKLY 
TOTAL 1 

j 

Final Replies 


( ) 

* Final Dfts Prepared for Typist 







Referred for Direct Reply 







Finals Prepared and Typed 

■ 






Typed fr Steno Notes or Dfts 







Ackhnts and Interim Replies 







DF*s & Msg Forms (Including TNX’s) 







R/S (Other than for direct reply) 







TOTAL 







Paid Overtime 







Unpaid Overtime 








Remarks : 

* Includes necessary research and drafting 

Includes preparation or draft of R3 and acknowledgment (includes telephone 

or letter) 


For Week Ending: 


Name : 
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